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L Ced ; 7 June 1961

\MIEMORANDUM FOR: ADVISOR FPOR MANAGEMENT
SUBJECT :  CIA Proocedural Manual

Reforence :  Your Memo. of 21 May 1961 on above subject.

OCD material for the Manual is forwarded herewith
as requested.

25X1A

strative Officer, OCD
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7 June 1951

OFFICE OF COLLECTION AND DISSEMINATION

The facllitios and services avallable {r

booklot GUIDE TO OCD.

Copioo of this Guido may

Staff, 0CD, Room 1005 "u" Bldge, Exnbe 2434

Formal roguosts for OCD morvices should bo submittod in accordmmoe with
any control procedures that muy bo ostablichsd by the 0ffice of tho requostor.

o 0CD sro deseribed in tho
bo obtained from Oporations

The fellowing CIA Formo are usod in requestlng various OCP gorvices:

Noe €0=72 Mioquost for Intellipwmce Inforantion”, for roquests to
q I 1

any OCh Divinione

Noe G0l "Moquest for Intolligonce Matori

diroocted to the Linison Division.

Hou« 60=70 "Roguest for Librery Loan Sorvice"

from the Library.

he Library Ordor Forms for book sud poriodloal purdhwse requests.

Pirect and informel contact by requestors is welnomed by tho 00D gtaff to

osoist in giving prompt sorvico end pertinent answors.
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- Oﬂice Memorandum - vsiTep staTES GOVERNMENT

TO

o

Advisor for Management DATE: ), June 1951
FROM : jdministrative Officer, SI
SUBJECT: (TA Procedural Manual

RUEFERENCE:  Your memo of 21 May 51 to Administrative Officer, SI , subject
ag ahove

1. With respect to reference memorandwum a survey wos made
of our office procedures. We have no material at this time fer
publication in the procedural mamual that would be of interest

on an Agency-wide basgis.,

25X1A

ol
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i
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21 May 1951

MEMORANDUM FOR:

SUBJECT: CIA Procedural Msnual

1. We plan to stert publication of the procedural regulations
in the hcm Regulations Manual ebout 1 July.
2, It is requested that you forward to this office by 1l June

any material for this section that you feel would be appropriste
for publication on an Agency-wide basis.

3. If you need further information as to concept, scope, format
or method of presentation please contact our office and we will render
vhatever assistance desired.

25X1A
Advisor for Management

cc: Adm., Officer, ONE -
Adm. Officer, ORR¥’
Adm. Officer, OSI
Adm. Officer, OIC
Adm. Officer, OCIV~
Adm. Officer, OCD*"
Adm. Officer, 00 |
Adm. Officer, 0SO~~
Adm. Officer, OPC
Ch. Adm. Services
Comptroller
General Counsel
Personnel Director
Chief, Procurewment
Chief, Medical
AD(I&S)
Director of Treining

Chrono -

Subject File
21 May 1951

HDM/rc
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| . Oﬁic‘e Memomndum UNITED' STATES GOVERN}MENT’

TO :— e | ~DATE: puaugt 10, 1951 |
3 FROM S R : S 25X1A
{ supjecr: — '
25X1A
| o
) .
The unders:.gned here:Ln concurs with the propoued Safe'by
sgction of the above subdec‘o CIA Regula‘bion. 25X1A
|

CIA SAFETY OFFICER
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Oﬂice Memamndzmz * UNITED STATES GOVERNMENT

: Chief, P&C Staff, 0/0 DATE: 7 June 1951

TO

STATSPEC .
FROM : Chief, - Lo )
SUBJECT: CIA Procedural Manual o "

\

STATSPEC B ou1¢ Like to have included in the CIA Procedural Manual:
1. Requests: for information not readily available; for
services and operations not usually performed; the fulfillment
of which will require additional funds, personnel, relinquish-
ment of existing comnitments or departure from established
policy; shall be made at the Office Head level, Initial in-
formal discussion to determine the ramifications of a request
and whether it falls into one of the above categories may be
held at any appropriate level, If as a result of this iuformal
discussion it is determined that the request can be fulfilled:
without special collection, services or operations; without
additioral funds or personnel; without contravention of policy or
relinquishment of commitments; action may be taken without refer— /A
U

-

s

{ el
ence to the Office Heads, Q%::; ,
2, Written requests will give the name and address or tele- B
phone extension of the individual who may be contacted for further
definition of the request if such person is other than the signer,

25X1A
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O ce Memorandum - vsitep statEs GOVERNMENT

TO ¢ Chief, Planning and Coordinating Staff DATE: 8 June 1951
FROM : Chief, Administrative Staff, Contact Division
SUBJECT: ¢ Procedural Manual

Ref ¢ Memorandum from Advisor for Management to
Administrative Officer, 0/0, dated 21 May 51

The following recommendations are made with regard to
the reference memorandum:

1,

Further clarification is needed with regard

to the procedures covering the action to be \ L
taken, if any, by the operating offices after o
approval of a proposed project has been given
by an F:E.ndivi_dllgl member of the FRC.

2. ‘
Paragraph A!l! ~ Domestic Procurement s

(Under considerztion by FProcurement Division)

Pa

3 J ’ :
Paragraph A(3) - Petty Cash - Clarification as !
to the types of expenditures authorized under e

petty cash procedures. (Under consideration cree
by Procurement Division)

h‘“ o
k«\‘&ll £ iy
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MEMORANDUM FOR THE RECORD

21 November 1951

SUBJECT:
the CIA Manuel

1. Yesterday, NN o.creed, inasmuch as the procedures
developed to date duplicate to a large extent published regulations,
that the procedural matter should not be published.

o. NN chicf Administrative Services, agreed today that
the procedures as written should not be published. The sense of his
thinking was that we should include in a set of revised reguéatigns all
information considered relevant and that this should be in & place
in the Manual., It was, therefore, agreed that all of the procedures
would be retained on file in this office for future use when we get
around to this job.
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ﬂwe Memorandum + oxrrep stares GOVERNMENT

e

TO ¢ Urganization and Methods DATE:,/‘E*S»January 19h2
: s
FROM : Deputy Comptroller e
Vo & 25X1A

SUBJECT: Requests for Approval of Uvertime -~

1. There is attached hereto for your approval a proposed
form "Request for Approval of Overtime". There is also attached
a proposed memorandum to all Administrative Officers which we
intend to issue as soon as we have received approval of the form,

2. It is believed that you will want to include the contents
of the proposed memorandum in the Procedure Manual, but we believe
it advisable that the memorandum be issued in advance of the
inciusion in procedure in order that the Administrative Officers
may obtain, immediately, the benefits anticipated.

3. It will be appreciated if you will give the appropriate
clearance with respect to this form as soon as practicable.

25X1A

Attachments

-

A
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REQUEST FOR APPROVAL OF OVERTIME
TO: Finance Office, Budget Division DATE REQUESTED
FROM: ROOM NO. AND BUILDING ALLOTMENT SYMBOL FUNDS
(0ffice &
Divistion) v
1w
PAY PERIODS ESTIMATED NO.
BEGINNING ENDING HOURS EMPLOYEES
JUSTIFICATION
Indicate, concisely but adequately, purpose for which overtime is to be used, type of personnel involved (e.g.
clerival, professional) and reason work cannol be accomplished within 40 hour week.
Signature
Date
CONCURRENCE APPROVAL
Signature of concurring analyst Signature of approving official
Date . Date
FORM NO.
JAN 1952 32-3 PREVIOUS EDITION MAY BE USED UNTIL SUPPLY» ls”‘,EXH,AUSTE‘,). v . , lj,m,_,,
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REQUEST FOR APPROVAL .OF .OVERTIME

PREPARE IN TRIPLICATE)

compensatory timoe or overtime,"

NOTE: Administrative Instruction No. 30-% providaes that Overtime Approval "Must be obtalped prior to ordering

TO:
BUDGET STAFF

[:] FINANCE DIVISION

DATE REQUESTED

FROM:  OFFICE AND DIVISION

ROOM AND BUILDING

ALLOTMENT SYMBOL

AUTHORIZATION FOR OVERTIME WORK AS IND{CATED 1S REQUESTED:
0. oF ESTTWATED
DATE EMPLOYEES CLASSIFICATION TITLE GRADE ﬁ%hé?

WJUSTIFICATION: Explaln why work cannot be accomp!ished durlng regular Y0mhour weok,
result In delay of approval or ulsapproval of request.

Inadogquate justlflicatlon may
{Use back of form 1f necessary).

(STGNATURE]

(TITLE]

FOR USE OF APPROVING OFF)\CE

ACTION TAKEN: This form will be returned to the initiating office with appropriate action indicated.

(APPROVING OFFICIAL)

(DATE APPROVED)

ering the period that overtime is performed.

NOTE: After authorized overtime has been performed the initiating office will complete the space below and forward
to the Fiscal pivision or the Finance pivision, as applicable, with S.F. 1130, "Time and Attendance Report" cov—

ACTUAL ACTUAL
NAMES OF PERSONS PERFORMING ABOVE OVERTIME Ncume | NAMES OF PERSONS PERFORMING ABOVE OVERT IME N e
WORKED WORKED

FORM NO.

2.
DEC 19493 3
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1o ¢ All Adwinistrative Oflicers QQvAuﬁab% 1951
I : Comptroller T q”
atl l
SUpdicls  kequests for Approval of Overtime 7 v

Reference is made to Agency | NN :-ctions A, ¢, L and V(l)(c),
and concerning overtime and holiday work. The purpose of {lis circular is to
issue revised instructions simplifying the present procedure for requesting approval
for work in excess ot LO hours per week.

<e Advance approval for overtime must be secured from the Finance uffice for
all continental U, 5. employees. hequests for both vouchered and unvouchered em-
ployees should hereafter be forwarded to lhe Ludget Division, using separate forms
inv each. Approval is also required if cumpensatory time is to be granted in lieu

* of payment for overtime. kequest ror approval for holiday work must be submitted
_on a separate form with complete justification for such requirements.

3. In order to reduce Lo a minimum the workload required of requesting
offices, the following chunge: in the existing procedure have been effected:

a« A single request may now be submitted to cover up to four pay periods

. in auvance. In those inclances where it is not possible to forecast normal overiime

requirements four pay periods in advance, an estimate may be submitted for a lesser
number of pay periods. It is necessary that the request clearly indicate require-
ments broken down by the pay period covered by the request.

b. Only the estimated number of employees and the estimated number of
hours required for overtime work need be suhown. Information concerning grade and
title of employees is omitted except as a part of the justification as indicated

- below,

c. The listing on a copy of Form No. 32-3 of the names of persons
actually performing overtime and hours worked will no longer be required. Such
information will be secured by the rajroll Branch from the "T'ime and Atlendance
keport. "

L, 'The present Form 32-3 "hequest for Approval of Overtime" will be revised
in accordance witn the simplified procedure., 7The 0ld form should continue to be
used until the present supply is exhausted, but its use should be modified to re-
tlect only the information required under the new procedure.

5. It is recognized that the information under "Estimated Hours and Number
of Employees" is an estimate, but it is urged that each office review overtime re-

* quirements carefully in order to develop as accurate a forecast as possible. Con-

sideration should be given to anticipated variations in workload, personnel leave
schedules, and other factors which may cause fluctuations from pay period to pay
period. If it appears necessary to increase an estimate already approved by the

" Finance Office, a supplemental request should be submitted.
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6. Under the simplified procedure, 1t becomes even more important that re-
quests indicate, concisely but adequately, the reasons why overtime is necessary
to meet the requirements of the respective offices. Justificabions should clearly
state the purpose for wnich overtime is to be uged, in general the type of per-
sonnel involved, anu the reason why the work cannot be completed during normal
worling hours.

7. In addition to a copy to be retained by the Budget Division, a copy of
Form 32-3 should be prepared for each pay period listed on the Form. ‘l'his will
permit returning to the requesting office sufficient approved copies in order that
a copy may be forwarded to the appropriabe Payroll Branch of the Finance or I‘iscal
Division, with each set of time and altendance reports for the applicable per ivd.

] 25X1A

LBW: hme

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100140001-8



IO

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100140001-8
SECRET
' Security Information

.

18 Januwary 1952

MEMORANDUM TFOR: ALl Holders of the CIA Manual

GUBJECT: Procedures for Incluslon in the CIA Manpal.

1. The atlached CIA Regulations constltute the dnitial 25X1A
issuances for inclusion in the procedural seculoin,
of the CIA Manwual.

2. Tor the convenicuce of all Manual usevs, the procedures
sre numbered within the to cosrespond to the Agency 25X1A
Regulations frow whiclh they derive.

3. As additional procedures sre developed und approved
i‘ox publication they will be disseminated to holders of CIA
Manuals. .

25X1A

WALTER REID WOLF 7 *
Deputy Directow /
(Administration)

Attehs: 10 Regulutions

SECRET
Securivy Information
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